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Copyright & Cal Poly Campus Administrative Policy (CAP)
Copyright © 2022 William J. Munson / All rights reserved worldwide.
Cal Poly "Campus Administrative Policy" (CAP) (https://policy.calpoly.edu) is the central
repository for high-level University policies that provides information about Cal
Poly’s administrative structure; contains locally developed policies, guidelines, and
governing regulations; and includes information on externally developed laws, rules
or regulations under which the University operates.

CAP CHAPTER 200 Academic Affairs
https://policy.calpoly.edu/cap/200

270 Robert E. Kennedy Library
https://policy.calpoly.edu/cap/200/cap-270

270.1 Overview
The Robert E. Kennedy Library provides access to information that supports and enriches learning
and research both at Cal Poly and beyond.
As a center for learning and the community, the library supports open and informed inquiry,
learning, creation, and collaboration by every student and scholar at Cal Poly, and contributes to the
cultural life of our community.
The library is committed to valuing the scholar in everyone by delivering excellent service, fostering
collaboration and innovation, and respecting and nurturing Cal Poly's distinctive sense of
community.
In addition to policies here, specific library policy and procedures apply, which may be obtained
from Library Administrative Services.

270.3 Library Collections
270.3.4 Senior Projects and Master’s Theses
Digital senior projects and master’s theses created by Cal Poly students are submitted to the
Kennedy Library from each academic department and become part of the library’s collection and
available for use without restriction.
The student retains copyright, and requests for commercial use of student work are referred to
the student.
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Upon request from the student, a submitted senior project or master’s thesis may be withheld
from public use for a specified period of time.
Upon request from the student, a submitted senior project may be removed from the University’s
digital archives.
Each academic department determines standards for the successful completion of senior projects
and master’s theses, including style guides. Changes to advisor-approved senior projects or
theses are not permitted after the materials have been submitted to the Kennedy Library.
The Kennedy Library determines the format in which senior projects and master’s theses are
preserved and, in consultation with and subject to approval by appropriate campus bodies,
recommends the student fees (if any) assessed to cover the cost of preservation.
The Kennedy Library promotes and provides intellectual access to these materials by:


Creating bibliographic records, which are uploaded to the library's online catalog and
international bibliographic utilities.



Sharing digitized student work in an open-access environment, including the
University’s digital archives.



Providing on-site and interlibrary loan access to users.

270.4 Library Copyright Policies
270.4.1 General Copyright Policies
The Kennedy Library applies federal copyright laws (Title XVII, U.S. Code) and guidelines to the
making of photocopies or other reproductions of copyrighted materials at the Kennedy Library,
and course reserve materials.
The Kennedy Library reserves the right to refuse any request for duplication if, in its judgment,
fulfillment of the order would violate copyright law.
For more information regarding copyright and intellectual property at the Kennedy Library,
please see: https://lib.calpoly.edu/support/policies/copyright

270.4.2 Copyright Policies for Digital Archives (Institutional Repository)
The Kennedy Library manages the University’s digital archives (institutional repository). This
program acquires and manages scholarly, intellectual, and creative work produced by members
of the Cal Poly community. Contributors retain all intellectual property rights to their work and
assign a non-exclusive license to the University for the purpose of offering open access to this
work to users worldwide.
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Disclaimer
The information provided on this document does not, and is not intended to, constitute
legal advice; instead, all information, content, and materials in this document are for
general informational purposes only. Information in this document may not constitute
the most up-to-date legal or other information. This document contains links to other
third-party websites. Such links are only for the convenience of the reader, user or
browser; the document author(s) does not recommend or endorse the contents of the
third-party sites.
Readers of this document should contact their attorney to obtain advice with respect to
any particular legal matter. No reader, user, or browser of this document should act or
refrain from acting on the basis of information in this document without first seeking
legal advice from counsel in the relevant jurisdiction. Only your individual attorney
can provide assurances that the information contained herein – and your interpretation
of it – is applicable or appropriate to your particular situation. Use of, and access to,
this document or any of the links or resources contained within this document are at
your own risk.
The views expressed in this document are those of the individual author(s) writing in
their individual capacities only – not those of their respective employers, Cal Poly, or
committee/task force as a whole. All liability with respect to actions taken or not taken
based on the contents of this document are hereby expressly disclaimed. The content of
this document is provided "as is;" no representations are made that the content is errorfree.
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Executive Summary
Interactive PDF files contain "fields" that can be filled in with text, numbers,
perform calculations, checkboxes that can be "checked", action buttons that invoke
computer commands like, print, save file, or submit the PDF and an attachment to a
predefined email address. This is the just the tip of the iceberg since there is so much
more interactive PDF's can do.

A survey was sent to planning and community development departments across
California inquiring about how they are using interactive PDF files for forms and
applications. 139 cities and counties responded providing invaluable feedback with
98% stating that their online forms and applications are in PDF format, 62% confirmed
that some or all their PDF's are interactive, and over 72% retype the information in the
completed PDF forms they receive in a database or spreadsheet program. Why retype
data that has already been typed into an interactive PDF in order to enter it in their
tracking systems?

Based on the survey results, chapters in this project were devised to provide
background, research, and methods, related to interactive PDF files. Various sections
covered PDF form field types, defining fields that calculate, constraining answer fields
xiii

to only accept numeric values, and adding actionable buttons to PDF forms. Live
interactive PDF sample fields and forms are provided as well.

To address the issue of departments that receive interactive PDF forms and then
expend internal labor retyping them into their spreadsheet or database systems, a PDF
sample form is provided, the data within it is exported to a CSV file, which is then
imported into Excel. The labor of retyping the form entries is virtually eliminated, and
the example is followed with a second example of batch processing several interactive
PDF forms a once, which required approximately 2.0 seconds of CPU time to capture 90
data fields.

Another issue planning and community development departments indicated is low
awareness of accessibility requirements for interactive PDF files as defined by section
508 of the Rehabilitation Act of 1973, and ADA standards for government websites. All
PDF files contain additional features and functions to provide accessibility for users that
need screen readers, screen magnifiers, read outloud, speech-to-text, navigation without
the use of a mouse, Braille displays, support for the color blind, and more. An example
of how to prepare a PDF and run a compatibility check using Adobe Acrobat software
is also provided.
xiv

Based on the survey findings and research, the project provided three detailed
recommendations on how planning and community development departments in
California could improve the utility of their PDF files, intake processing workflows, and
mitigate accessibility standards for ADA and section 508 requirements.

xv
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1. Introduction

Planning departments that have larger budgets and the IT staff to support and
maintain a sophisticated website that manages user accounts, online security, database
administration, and the ability to create web pages that collect the same information as
their paper forms, are beyond that of planning departments in smaller cities. This
project's focus is on planning departments with the most limited resources as a starting
point and then providing research, information, and recommendations that could
benefit them, as well as, any planning department, regardless of size.

If the smallest planning department has a one-page website, an office that has
limited hours, and very limited staff (one desk), then what is the most efficient way to
distribute, accept, process, and track, the forms and applications it receives for the
services it must provide?

Planning and Community Development departments, regardless of the level of
government that they exist, are charged with the task of providing service(s) to the
citizens they serve.

This project will survey planning and community development departments
across California about the use of interactive PDF forms, current methods, legal
compliance, and ways to significantly reduce data entry labor.

1.1 Background

Planning departments provide many types of services that require a form or
application to be completed so that they can gather enough information to review,
approve/deny, and account for the total amounts of given activities within the region
they serve.

Some forms or applications are only one page in length while others can be +10pages long and very detailed. Prior to the Internet, people were required to request or
pick-up actual paper forms and any accompanying information packet(s), fill them out
by hand or use a typewriter.

With the advent of the Internet, government agencies were able to create
websites making public access to their information and services more convenient. While
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the Internet was created in 1989, the first web page wasn't created until 1994 (Murphy,
2019).

As planning departments began publishing websites listing their services, they
also began posting forms and applications for their citizens to download in electronic
format. Initially, the two most common file types for forms and applications in
electronic download format were Microsoft Word and Excel.

Microsoft Word and Excel provided electronic files that could be downloaded,
printed to paper, completed, and then faxed, emailed, regular mailed, or hand delivered
to the planning department. Using some advanced settings in these filetypes provided
the ability to lock the document modification and formatting in ways that constrained
the end user to only being able to fill-in-the-blanks of the form or application
electronically. However, if the end user didn't own or have access to the native
Microsoft software application that was needed to open the Word or Excel files, then
digital download was prohibitive and deemed unfair to the general public.

Enter Portable Document Format (PDF) created in 1993 by Adobe Systems, Inc.
(Wikimedia Foundation 2022). PDF conquered two obstacles for sharing documents and
3

graphics. First, printing digitally to a PDF from the native software application, the
source document was created as a digital representation of printed output. The WhatYou-See-Is-What-You-Get (WYSIWYG) functionality in the PDF file simplified sharing
forms and applications electronically. Second, in 1996 Adobe Systems, Inc. created a
free software application for viewing and printing PDF version 1.2 files called Acrobat
Reader (Wikimedia Foundation 2022).

PDF version 1.2 also added interactive page elements like radio buttons,
checkboxes, fill-in forms, Forms Data Format (FDF) to enable importing, exporting, and
transmitting form data (Wikimedia Foundation 2022). The interactive forms
functionality in the PDF filetype combined with the free Acrobat Reader made it
possible for everyone to share and collect data electronically. However, the PDF format
in 1996 was still a proprietary filetype and not released as an open standard until July 1,
2008 (Wikimedia Foundation 2022).

1.2 Existing Conditions & Methods

As of 2022, Planning departments have paper forms and application packs
available for citizens to walk-in and get. In regards to Internet access to the same forms
and applications, most planning departments have a section or pages on the website of
4

the main government entity that they are a part of where the forms are available for
download.

As a part of this project, a survey was sent to 517 planning and community
development agencies throughout California to discover what types of electronic forms
are available, if they are interactive/fillable, how they are received, as well as, some
detailed functionality within them.

A total of 139 agencies responded which provided a response rate of 26.89%. Not
all questions in the survey were required to answer which results in a variance in the
total responses indicated on a question by question basis.

The complete survey and responses are provided in Appendix-A of this
document.
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Figure 1.1
Planning Departments with Forms Available on Website

95% of the survey respondents answered "Yes" as to having their Planning forms
and applications available on their website.
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Figure 1.2
Planning Departments Forms by Filetype

Among the planning departments that responded, the most prevalent filetype
used for forms and applications online is PDF at 97.5%. However, some planning
departments still have MS Word, Excel, and other file formats available. Some of the
survey comments also stated that their department is still in the process of publishing to
PDF.

Figure 1.2 also provides an indication that forms and applications are mostly
provided online in PDF and hardcopy for walk-in clients with a decrease in MS Word
and Excel filetypes.
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Figure 1.3
Planning Departments with PDF Forms that are Fillable

All of the planning departments answered the question of their PDF forms being
fillable, with 57.5% in the affirmative. Some of the respondents also provided additional
comments that not "all" their planning department PDF forms were fillable and that
they are working to update the remaining PDF forms.
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Figure 1.4
Planning Departments PDF Form Delivery/Submission

Figure 1.4 shows that the majority of people who access a PDF form complete it, save it,
and then email it to the planning department as an attachment. The 34.2% of planning
departments that responded with receiving hard copy via fax, regular mail, or hand
delivery, doesn't indicate if the PDF form filled in before printing or if it was printed
with handwritten answers.

10.5% of the respondents indicated that their PDF forms contain an interactive
button that invokes a new email with a preconfigured email address to the planning
department and automatically attaches the PDF form. The end user still needs to add a
subject and message in the body of the email before selecting the "send" command.
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Figure 1.5
Planning Departments PDF Form Acceptance Workflow

Figure 1.5 indicates that although 57.5% of the planning department respondents have
PDF forms that are fillable they still have to retype all the data from the form into an
internal spreadsheet or database. Five respondents (7.4%) indicated that they have the
ability to export the fillable data and then import it into their internal spreadsheet or
database.
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Figure 1.6
Planning Departments PDF Form Acceptance Workflow

When fillable PDF forms are received and opened by planning departments the
possibility of modifying the responses or inadvertently clearing all data can be an issue.
20.5% of the respondents indicated that they preserve/archive a copy of received forms,
9% automatically set the file properties to "Read-only" preventing modifications, and
61.5% have no procedure or policy in place.

11

Figure 1.7
Planning Departments with ADA Compliant PDF Forms

"Electronic and Information Technology Accessibility Standards under section
508 of the Rehabilitation Act of 1973, supporting the access needs of individuals with
disabilities, while also taking into account the costs of providing accessible information
and communication technology to Federal agencies, as well as manufacturers of
telecommunications equipment and customer premises equipment" (U.S. Access Board,
2022).

The "Section 508" question in the survey is actually three-fold. Firstly, section 508
applies to the entire planning department's website for accessibility, secondly, the PDF
forms that are available for viewing, filling, or downloading, and thirdly, since all the
planning departments surveyed are in California the Unruh Act also applies. 72.2% of
12

the survey respondents answered "No" to their PDF forms being ADA section 508
compliant.

Figure 1.8
Planning Departments PDF Form Development & Creation

52.1% of the planning department respondents answered "Yes" to creating and making
their PDF forms interactive. However, it is not clear if those answering "No" hired
outside consultants to add interactivity to their PDF's or do not have fillable PDF forms
at all.
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1.3 Problem

A 2022 survey of California planning and community development departments
(See Appendix-A) using the PDF file format to aid in the convenience of citizens
completing and submitting forms and applications has revealed the following
inefficiencies:
1. Not all the PDF forms available for public download are interactive or
fillable.
2. A majority of planning departments do not have PDF's that are ADA
compliant.
3. A high number of planning departments do not have the ability to import the
data from their fillable forms into their internal spreadsheet applications or
database tracking systems and are faced with the laborious task of
retyping/keying all the form entries.
4. A high number of planning departments do not have a procedure or system
policy in place to secure or prevent received fillable PDF's from being
modified by internal staff.
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The problems listed above are only problems if a planning department is made
aware and does nothing to address them. A better and more positive outlook is to see
them as inefficiencies that may be occurring due to lack of information, options, and/or
staff training.

1.4 Purpose

This project was conceived by reviewing several planning and community
development websites to see if any of the PDF forms and applications were fillable and
interactive. Based on the initial findings of some planning departments having fillable
PDFs and others only having scanned their paper forms to an image within a PDF, it
was determine that there would be some inefficiencies that could be addressed.

The goal of this project is to provide solutions for planning community
development departments utilizing interactive PDF files and address data management
issues to reduce internal data entry labor, increase PDF forms interactive data accuracy,
outline how to make PDF's ADA compliant, and suggest more efficient PDF file
workflows.

15

Chapter 2: Electronic Forms & Applications
Planning and Community Development Departments have various forms and
applications that collect the necessary information to record, review, and approve/deny
the activities the citizens within their jurisdiction want to do with their property. Prior
to the Internet, forms and applications were available on paper only. As discussed
earlier in this report, beginning around 1996, planning departments began publishing
websites that hosted electronic files that provided these same form and applications.

2.1 Converting Forms to Electronic Format

There are several ways to convert a form or application to electronic format.
Usually, a form is created with a word-processing or graphic art program. It is laid out
in a way that makes it easy for the end user to fill-in-the-blanks with the information the
planning department needs to provide their services. Once the form layout is completed
several copies are printed to paper and made available at the planning department
office(s).

16

The following methods can be used to convert planning forms and applications
electronic files for publication to the Internet:
1. Scan-to-File: Paper documents are scanned into electronic format and saved
as a viewable filetype such as TIFF, JPG, GIF, PNG, or PDF.

Advantages: Electronic shareable file
Disadvantages: Loss of quality, skewed document, large file size.

2. Microsoft Word or Excel: Software programs often used to create the original
form or application which is printed to paper, except the actual computer file
is published to the planning department website for downloading, printing,
and in some cases filling-in.

Advantages: Electronic shareable file, sharp quality printing, quasifillable.
Disadvantages: End user must purchase native software to open the file or
use a different software application that may not display the file as
intended. MS Word and Excel files can also execute viruses when opened
creating additional liabilities for the planning department.
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3. Publish form or application source file to PDF with the software program
used to create it.

Advantages: Electronic shareable file, sharp image quality for both viewing
and printing, can add interactive functionality, fillable, searchable text, can
export all data, and can meet ADA section 508 requirements, small file size.
Disadvantages: Can't control redistribution, can't push updates to older
versions of files saved elsewhere, and up until recently, PDF's were not
mobile compatible and difficult to view and use on mobile devices.

If a planning department doesn't have the original source file a form or
application was created with, then that is an opportunity to create a new updated form
or application file before publishing it to PDF.

2.2 Filetype: Shareable vs. Native Application

When publishing a form, application, brochure, plans, etc., for general public
access, it is imperative that the file format provided be fair and open to the general
public.

18

Publishing filetypes to government websites that are in their native format
usually require the software application they were created with to open, view, edit, or
print, the content within the file. In the late 90's and early 2000's alternative software
applications began appearing that would allow access to native filetypes without the
original software application they were created with.

For example, Open Office (https://www.openoffice.org) is a free software
application that has the ability to open Microsoft Word and Excel files. Some
governmental websites provided links to Open Office on the same pages where they
hosted MS Word and Excel files for download. However, with new versions Microsoft
Office also come updates and new features that cause Word and Excel files to contain
additional information which breaks Open Office in supporting the updated filetypes.

Internet browsers like Google Chrome, Microsoft Edge, Apple Safari, etc., now
have limited functionality to view and/or convert Word and Excel internally. Again,
they don't always view exactly the same as when opening them in their native Word or
Excel application, but to the casual end user who only needs to see most of the
information within these files, without perfect formatting or styles, it does save time.
19

PDF files are editable in several native applications like Adobe Acrobat,
Illustrator, Photoshop, Quark, Corel Draw, and many more. All of these software
applications have licensing costs associated with them that are +$100 each. However,
Adobe Acrobat Reader is a free software application to view, print, comment, fill-in
forms, comment, and digitally sign PDF files (Wikimedia Foundation 2022).

Adobe Acrobat Reader is a shareable software application that anyone can
download and install at no cost. It runs on Microsoft Windows and Mac OS, includes
free Internet browser plug-in, offered as a free mobile device application, and includes
foreign language support.

Publishing to the PDF filetype in combination with a freely distributable
software application removes any unfair software costs for all end users on a global
basis. There are no unfair software costs associated with proprietary filetypes, removes
all barriers when providing information, brochures, reports, forms and applications, to
the general public.
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2.3 Accessibility Requirements (WCAG, ADA, Section 508, Unruh Act)

An accessible PDF contains a logical structure and tags so it can be interpreted by
screen readers, screen magnifiers, read outloud, speech-to-text, navigation without the
use of a mouse, Braille displays, support for the color blind, and more. Adobe Acrobat
software, as well as, many other PDF software programs offer tools to aid in making
PDF files meet ADA and/or Section 508 requirements.

For planning and community development departments in California, meeting
accessibility requirements is three-fold at a minimum. First, according to a 2018 update
in Section 508 of the original Rehabilitation Act of 1973, if the planning department and
the government entity that they exist under receive any federal funding, then it must be
accessible for all users (Section508.gov, 2022). Second, in the Section 508 update, federal
government websites are required to follow the Web Content Accessibility Guidelines
(WCAG) 2.0 Level AA as published by the World Wide Web Consortium (W3C).
Section 508 with WCAG 2.0 Level AA applies to equal access for federal or
governmental entities receiving federal funding. American Disabilities Act (ADA)
covers equal access in the private sector. Also, if a planning department's services are
being provided by an outside contractor, then since that contractor is receiving payment
that is partially federal funds, their business and website must also meet the same
21

accessibility requirements. Third, California’s 1959 Unruh Civil Rights Act protects
people with disabilities from discrimination by most business establishments, including
housing, public establishments, and public agencies. The primary difference between
ADA and the Unruh Act is that the ADA only allows plaintiffs to be reimbursed for
legal fees with no claims allowed for damages, while the Unruh Act covers ANYONE in
California, allows plaintiffs to claim up to 3x damages per incident, can include
emotional distress, with no less than $4000 in statutory damages (Shaw, 2021).

After reading all the legalese from above, a planning director could be
considering whether or not to delete their website which would also take down all their
brochures, forms, maps/plans, reports, etc., thus, eliminating all risk of lawsuit, in one
fell swoop. No need to fret, as there are software solutions and consulting services to
quickly help make entire websites and the downloadable files within them meet all of
today's accessibility requirements.

Here is a partial list of companies that offer solutions that make websites meet
federal and state accessibility requirements:


https://accessibe.com - Websites 1k-10k pages starting at $490/yr



https://www.audioeye.com - 10k pageviews/mo starting at $490/yr
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https://userway.org - Up to 100k pageviews/mo starting at $490/yr

Here is a partial list of companies that offer PDF remediation to ensure that they
meet Section 508 accessibility standards:


https://accessibe.com/services/file-accessibility - $7-$17 per page



https://userway.org/pdf - $120/page for Fillable PDF's



https://www.interactiveaccessibility.com - Contact for quote



https://digitalecho.io/508-compliance-pdf-accessibility-services

Adobe Acrobat does include a tool called "Accessibility Check" which will run a
check on a PDF and then provide a report for items that pass/fail (Adobe.com, 2022). It
can be used on any PDF regardless of when it was created.
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Figure 2.1
Adobe Acrobat Accessibility Checker (Tools > Accessibility)

Figure 2.1 shows an open PDF file and the Tools > Accessibility menu is open to begin
running accessibility check on the document.

24

Figure 2.2
Accessibility Checker Options Settings

Note that in figure 2.2 there is a "Category" pulldown. Since the PDF file that the
accessibility check is being performed on is a standard document, then that is what is
selected. Use "Forms, Tables and Lists" for Fillable PDF forms.
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Figure 2.3
Accessibility Checker Results Report

Upon completion of the "Accessibility Check" an issues report appears at the right side
of the program denoting items that need to be addressed. Selecting each item will take
the user to the page in the document with the issue and also highlight the object with
the issue.
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Figure 2.4
Accessibility Checker Results Summary Report

Figure 2.4 shows the "Accessibility Report Summary" which includes a table with
hyperlinks that browse to the Adobe Acrobat online help providing further explanation
regarding the issue and how to resolve it.
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The "Step by Step Guide to 508 Compliant PDF's" used in this example was
purchased for this project and not only did it not 100% pass the Acrobat Accessibility
Check with a basic document title failure, but several of the resource links provided are
invalid or broken. Not recommended.
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Figure 2.5
Accessibility Checker - Forms, Tables and Lists
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When making a PDF accessible, setting/checking the reading and tab order are
the first priority. Next, if the PDF form contains fillable fields, then take note in figure
2.5 that each and every field needs to be tagged and have a logical description value set
for section 508 accessibility. How to set these values is covered in Chapter 3 of this
document.

Figure 2.6
Adobe Acrobat PDFMaker Settings
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With a little insight as to what is needed for accessibility standards when
creating new reports, forms, brochures, etc., document creators can save quite a bit of
time by setting up their formatting styles, internal linking, adding alt text to images,
etc., in their word processor before saving out to PDF. There is a big accessibility time
savings in the way a PDF is initially created and Microsoft Office 2013 and later
versions include an " Accessibility Checker" tool for Word, Excel, and PowerPoint
(Microsoft, 2022). Publishing or Saving to PDF vs. Print to PDF render very different
results since the latter looses almost all the accessibility carryover to the new PDF file.
The "Enable Accessibility and Reflow with tagged Adobe PDF" checkbox is available in
the Adobe PDFMaker settings and needs to be selected before creating the PDF.
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Figure 2.7
YouTube Video "Accessible Electronic Documents"

Link to the YouTube channel: "Accessible Electronic Documents"
The Accessible Electronic Documents YouTube channel provides 28 short videos
that give explicit instruction for creating accessible PDF files.

32

Figure 2.8
YouTube Video "Top 10 PDF Accessibility Errors"

Link to the YouTube video: "Top 10 PDF Accessibility Errors and how to fix
them"

After running the "Accessibility Checker" on a PDF it may report several errors
that need to be addressed. However, there are many accessibility nuances that don't
make correcting the errors as simple as clicking through the error report items and
typing a quick fix. In fact, it can be frustrating attempting to understand what needs to
be addressed to resolve the accessibility error. The " Top 10 PDF Accessibility Errors
and how to fix them" video on YouTube with Dax Castro is highly recommended on
how to correct and resolve accessibility errors in a PDF (Castro, 2020). Castro has +20years experience in AEC and is also an Adobe Certified PDF Accessibility Trainer.
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PDF accessibility must be addressed when publishing files for public use
regardless of geography. Training internal staff to certify PDF for accessibility, using an
accessibility consultant, or uploading to an online service, all cost less than the potential
risk of legal action(s), attorney fees, settlement/damages awarded, etc. Plus, the citizens
who are dependent on both website and PDF accessibility functions will be grateful
when interfacing with business and/or government services.

Chapter 3: Interactive PDF Forms (Fillable)

Interactive PDF forms that are fillable and configured so the data is exportable
directly to a spreadsheet program, with very little need to retype or ask for answer
clarifications upon accepting digitally completed forms, are ideal because they stand on
their own as a vessel of information with no dependence on a website or database.

Filling in a PDF form with a "typewriter" text tool verses a PDF that contains
form fields that have been added after the initial PDF is created render two different
results. A static PDF form that has been printed to PDF or contains a scanned image of a
form can be filled-in with commenting tools that only apply simple text on top of the
document. Exporting the text only contains simple text with no references as to which
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piece of text is associated with the part of the form it was entered for. Interactive PDF
form fields are added into a PDF and contain additional properties so that when their
filled-in values are exported they also provide a reference to the part of the form they
represent (Padova & Okamoto, 2009).

3.1 Benefits of Form Fields

Adding interactive form fields to a PDF converts an otherwise static form or
application into something that is easier and more convenient for the end user to
complete. The author of the PDF can preconfigure the fields to only accept text or
numeric inputs create selection lists, binary answers, required inputs, and fields that
perform calculations automatically. Reading and tab order is also configurable to guide
the end user through the form when inputting their information which also meets
accessibility requirements.

Another benefit to having form fields is the form can be partially completed and
saved so the end user can re-open it at a later time without losing any other their inputs.
Once completed, the form can also contain "Submit" buttons that automatically save the
form, launch the end user's default email application with a preconfigured "To:" email
address, and attached the completed PDF. All the end user needs to do is select the
35

"Send" button in their email application. These are only a few of the benefits as there are
a vast set of possibilities interactive PDF fields have to offer.

3.2 Basic Types of Interactive Fields

There are 10 types of interactive fields listed on the "Forms" toolbar in Adobe
Acrobat. Some fields require additional grouping so that their "multiple choice"
functionality will work in the PDF.
Note: Some of the fields in this section are active and can be tested if viewing this document with
an electronic device.
Figure 3.1
Adobe Acrobat Forms Toolbar

In Acrobat, the Tools > Prepare Form launches the toolbar needed to add
interactive fields to a PDF. Here are the types of fields that are available:
1. Text - most common type of field for entering next and numbers.
2. Checkbox - binary field that can also be configured with an export value.
3. Radio Button - single choice selection within a group.
4. List Box - field containing a list of choices with the option for multiple selections.
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5. Dropdown List - a list appears when selected to choose from.
6. Button - text field preconfigured to appear as a button with scripted action
options available (Print, Save As, Submit, Clear All Fields, etc.)
7. Image - prompts user to locate an image file that is imported into the PDF
8. Date - presents a calendar to select a date
9. Signature - executes a digital signature sequence when selected
10. Barcode - encapsulates all field data into a barcode that can be scanned for
automated data capture from electronic files or printed output.
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Figure 3.2
Interactive PDF Form Fields (Active Samples)

If viewing in PDF viewer, then select and enter data

Reset

in any or all fields. Barcode will update automatically.
Date:
Text:
Text (Numbers Only):
Checkbox (Select One or More):
List Box: Listbox Item 1
Listbox Item 2
Listbox Item 3
Radio Buttons:
Radio Buttons (Select One):

NO

YES

Dropdown List: Dropdown1
Button: Print

Submit

Signature:
Image:

Barcode:

file:///CalPoly/SeniorProject/SampleForm.pdf

Figure 3.2 is a sample interactive form that contains all 10 of the fields available on the
Acrobat Forms toolbar plus some additional examples like, print, submit, and form
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reset buttons. Also, an example of constraining a text field to accept numbers only,
which prevents alpha characters from being entered in fields where only numbers are
expected inputs.

A common interactive forms oversight is the binary YES/NO answer where
forms authors' use a checkbox for each allowing both to be selected; which is it? A
"Radio Button" form field should to be used for YES/NO questions so the user is
constrained to pick only one, as shown in figure 3.2 above.

3.3 Defining Fields that Calculate

Having only 10 interactive field types to choose from for creating interactive PDF
may seem limited at first glance. However, there are additional features and settings
associated with each field type that provide many powerful configurations.

Fields can be created on a form for entering values and then a separate field can
be configured to use those input fields to process a calculation.
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Figure 3.3
PDF Forms Field Calculation (Active Sample)
Reset

If viewing in PDF viewer, enter values in the fields to see totals
automatically calculate.

Room-A

Sqft. +

Fee

Room-B

Sqft. = Total:

Quan.

0 Sqft.

Cost

$ 500.00

$ 0.00

$ 149.00

$ 0.00

$ 26.00

$ 0.00

$ 0.00 Total

Making fields calculate is done by reserving a number field for each input value.
In figure 3.3, the total square footage is calculated by adding Room-A to Room-B. To do
this, fields for the two rooms are created with their properties set to accept a numeric
input only. Next, a third field is created and the calculation tab offers the function to
select the input fields and the mathematical function to perform as shown in figure 3.4
below.
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Figure 3.4
Field Calculation Setting for Total Sqft.

To calculate fees in a table, fields in Acrobat are created for line one and then
duplicated as needed. Each line in the table has three fields for fee, quantity, and cost,
respectively. The cost has a calculation setting applied to multiply the fee and quantity
fields. This is done for each line in the table. The fields are also renamed to be unique
for their position in the table. Finally, the "Total" field is the sum of all the cost fields as
shown in figure 3.5 below.
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Figure 3.5
Field Calculation for Fee Table

To keep users from changing the values in the fees, cost, or totals, the fields are
set to "read-only" after everything working, which only leaves the "Quantity" column
active for user input(s).

3.4 Buttons that View but Don't Print

Adding buttons to an interactive PDF provides users with quick convenient
action commands that are directly on the form. A button object can be colored, labeled
with text or an image, and has the ability to execute whatever commands are set to it.
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Some common button commands are Save As, Print, Submit Form, Play Media, Go to
Page, and many more. The Reset, Print, and Submit buttons, shown in figures 3.2 and
3.3 are set to "View but Don't Print" and this feature can be tested by printing their
respective pages to hardcopy. Try it.

Figure 3.6
Button Properties for Visibility
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Since a "Button" is usually executing a command and is not usually part of the
actual form or application, it is not necessary for it to actually be shown on actual
printed output. Right-click on the button in Form Edit Mode and select "Properties" to
get to the "General" tab to set the "Form Field" value to "Visible but doesn't print" as
shown in figure 3.6 above.

3.5 Interactive Field Properties

In Acrobat Form Edit Mode, right-clicking on any field will bring up the
"Properties" dialogue box for that object. Depending on the form object selected, the
tabs within the dialogue will change to what's available.

Field properties control everything from fonts, background fill, outline, default
text, export values, calculation, etc., to adding simple or very complex java scripts. It all
depends on what the interactive form needs to do to fulfill the need of the organization
that is sharing it.
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Figure 3.7
Default Field Properties

Going over all the features and functions available for interactive field properties
is beyond the scope of this project. However, one popular time saving thing to do when
adding lots of text fields to a PDF is to get the first field formatted perfectly with the
size, font, border, background fill (if any), etc. Once done, right-click on that field and
select "Use Current Properties as New Defaults" so that every new field that is added to
the form thereafter will already the same properties as that field. See figure 3.7
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Chapter 4: PDF Form Workflows

Planning and Community Development departments create forms and
applications in order to provide services to the citizens they serve. Not all forms are
equal because there are no standards for design, layout, or requirements for ease of use
other than accessibility. In fact, there is a lot of carryover from previous generations of
departmental employees who initially created a form out of sheer necessity and "that's
how it's always been done" with little or no updates.

Designing a new form or updating an old one takes time, graphic design skills,
feedback from staff, interactive PDF creation skills, website publishing knowledge, to
name a few (Padova & Okamoto, 2009). The internal workflow for a planning
department managing their forms may or may not be a smooth process, especially
when time and staff are limited. But, forms and applications are a necessity that can't be
avoided.

4.1 Create, Release, Publish
Interactive PDF form are created to save time, collect more accurate data, reduce
acceptance labor, and be part of an electronic record of who, what, where, and when.
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However, if created and released haphazardly, then they could be the creator of
problems instead of tools for efficiency. Below is a suggested workflow for creating
interactive PDF forms and applications for planning and community development
departments.
1. Creation:
a. Design the form to collect contact information
b. Add pertinent questions relative to the service being provided
c. Provide clear instructions on how to submit when completed
d. Send draft layout to staff for feedback
e. Revise form layout if needed
f. Convert to PDF
g. Print form to hardcopy paper to review margin errors or clipping
h. Add interactive fields making sure the correct field types are used
i. Test filling in ALL the interactive fields and saving the completed form
j.

Verify duplicate and unique field names are correctly applied

k. Verify totals for ALL fields that calculate
l. Review submission instructions, email address, or "Submit" button
m. Set logical tab/reading order for form fields
n. Print form to hardcopy to review "objects that view but don't print"
o. Run the "Accessibility Checker" for Section 508 compatibility
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p. Correct accessibility errors until accessibility check is error free
q. Review and apply PDF security settings

2. Release
a. Send pre-release PDF form out to testing pool (staff/friends/family)
b. Receive and review completed form
c. Keep a feedback log from the testing pool
d. Review feedback and make changes or correct errors
e. Send form out for Section 508 certification if applicable
f. Finalize actual file name nomenclature
g. Submit form to delivery email, folder upload, hardcopy receiving

3. Publish
a. Print hardcopies for distribution a office front counter
b. Create/review form description on department website
c. Upload PDF file to department website or send to webmaster
d. Check website link to PDF form to validate, open, view, download
e. Complete and save PDF form via PC, Mac, and mobile devices
f. Log form revision and release date.
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4.2 PDF Forms Acceptance

Planning and Community Development departments receive requests for the
services they provide via a completed form or application. The intake of those forms are
reviewed for applicability, completeness, tracked with a date of receipt, and indexed
into a spreadsheet or database.

Providing clear instructions on the form as to how and where to submit it when
completed is important. Moreover, testing the acceptance of all the different ways a
planning department receives a form to verify the submission instructions actually
work is just as important. Below is a suggested workflow for accepting interactive PDF
forms and applications for planning and community development departments.

1. Interactive PDF Forms Acceptance
a. Valid and active email address for electronic submission
b. Automated email auto response notifying recipient of delivery
c. Valid and active virtual folder to accept large attachments
d. Valid archive drive to store a copy of the PDF form as received
e. Method to stamp PDF form "Received" electronically
f. Interactive PDF form data extraction workflow (Single/Batch)
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g. Predefined data PDF import to spreadsheet or database
h. Valid storage and quick access location for PDF form

4.3 Preventing Modification of Completed PDF Forms

When an interactive PDF form is submitted to a planning department
electronically and is opened to review it for completeness and stamp it "received" with
date/time, there is a risk of inadvertently modifying the answers in the fields
unbeknownst to staff, or selecting a "Clear & Reset" form button if one is present.

To avoid any modification to an interactive PDF form when it is received by a
planning department, changing the file attribute to read-only before opening it is a
simple safety measure. This will prevent the ability to save changes to the file when it's
opened. Changing a file attribute to read-only is also an option most email systems have
when receiving attachments and can also be done manually when needed.

Stamping an interactive PDF form as "Received" can be done when the file
attribute is set to read-only because any additional information added, changes or
deletions, are allowed. But, when attempting to save any modifications the user will be
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prompted with a message that the file is in "read-only" mode and to select "Save As"
with a different file name in order to save the changes. The "Save As" situation is good
and creates the opportunity to append the original source file received with an internal
file name nomenclature like:

"01-JAN-2022-Date-Received-[SourceFileNameHere].PDF"

Now the received interactive PDF form is stamped on its face with a "received"
notation and a secondary file is created that also notes a date received as part of its file
name.

Chapter 5: Exporting Data from PDF Forms

The preceding chapters have set the stage for creating, publishing, and accepting
interactive PDF forms. If an interactive PDF form is received with typed and/or selected
responses, then it's possible to export that data and eliminate a large part of the labor
some planning departments' are expending on retyping those forms into a spreadsheet
or database, according to the PDF Forms Survey responses for this project.
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5.1 Benefits of Exporting PDF Form Data

The greatest benefit of exporting PDF form data is capturing the data entry labor
of the form recipient. This is why it is important to constrain interactive field formats as
much as possible so that the chance of erroneous data being entered (Selecting both
YES/NO checkboxes for a single question, input letters where numbers are expected,
etc.) is reduced, which also decreases the burden of data correction and cleanup efforts
on the part of the planning department staff (Padova & Okamoto, 2009).

Extracting the interactive field data from PDF forms is done one file at a time or
by selecting several files for batch processing. Either way, the time savings eliminating
the need to retype the answers on the form is beneficial.

Exporting PDF form data also decreases planning department turnaround time
for accepting and processing forms.

5.2 Data Formats that can be Extracted from PDF's
This PDF forms project's focus is a simplistic method that doesn't require any
additional software other than one license of Adobe Acrobat DC. The format of the PDF
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form data being exported is a CSV file which can be imported into virtually any
spreadsheet program or database solution.
Here is a brief list of data formats that work with interactive PDF forms.
However, not all formats are open and most require some level of java scripting to
move data in and out of Acrobat.
1.

CSV (Comma Separated Values) - Similar to TXT and works well with Excel.

2.

FDF (Forms Data Format) - Native to Adobe and is tightly integrated with
their PDF workflow solutions. When configuring the "Submit" form button,
there is an option to just send the FDF data, but there is no easy way to import
it into Excel.

3.

JSON (JavaScript Object Notation) - File type popular for web browser
scripting and data movement.

4.

TXT (Tab Separated Values) - Each row is treated as a record or data set.

5.

XFD (XML Forms Data) - Originally created for Adobe LiveCycle Forms.

6.

XFDF (XML Version of FDF) - Can be parced into a database but doesn't carry
all the features of an FDF file.

7.

XDP (XML Data Path) - Created by Adobe for XML Forms (not PDF Forms).

8.

XML (Extensible Markup Language) - Contains both text and tag which
adhere to specific syntax guidelines.
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5.3 Exporting PDF Form Data for Import into Excel

An interactive PDF form is accessed on the planning department's website, the
fillable form fields are completed, and the form is saved and submitted. The planning
department staff receives the email with the PDF form attached opens and stamp it
received, and then save it with an appended file name. Now it's time to import the PDF
form into the planning department's spreadsheet for tracking permit requests and
applications.

Below in figure 5.1, is a sample PDF form that will be used to demonstrate how
interactive field names and the data/answers entered into the PDF form are exported to
a CSV file which is then imported into an Excel spreadsheet.
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Figure 5.1
Sample Interactive PDF Form (Active Form)

Reset

Staff Use Only
Date: 8/15/21
Rec'd By: MJB
Permit Application

Date: 08/11/2021
Name: Janette Sadik-Khan
Address: 120 Broadway, 31st Floor, New York, NY 10271
Phone: 212-720-3300
eMail: jsk@planning.nyc.gov
Project Description:
New Path

Property located within a historic district?:

■

YES

NO

Type of Property: Non-Residential
Total Square Feet: 12,361.00

Date: 08/12/2021

Signature:

To export form data in Adobe Acrobat, select:
Tools > Prepare Form > Other Forms Tasks ("More") > Merge Data Files into
Spreadsheet...
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Figure 5.2
Acrobat Menu Item to Export Form Data

In figure 5.2, the "Merge Data Files onto Spreadsheet" command will launch a
dialogue box to add PDF forms for processing. Looking one menu item higher lists the
"Export Data" command which will only export form data to .fdf, .xfdf, .xml, and .txt
file formats.
56

Figure 5.3
Acrobat - Export Data From Multiple Forms Dialogue Box

Select the "Add Files" button shown in figure 5.3 to browse and select a PDF form
file. Choose the "Export" button to select the name and folder of where to save the CSV
file that is generated.
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Figure 5.4
Acrobat - Export Data From Multiple Forms "Progress Complete"

When the PDF form file processing is complete the "Export Progress" dialogue
box will provide a "Done!" notification and selecting the "View File Now" will open the
CSV file created in the default software program that is associated with that file type
(same as double-clicking on it).
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Figure 5.5
PDF Form Data Export CSV File in Excel

The CSV file that is generated from the PDF form export, shown in figure 5.5,
contains a header row with the actual names of the PDF form fields, the source PDF file
name in cell A2, and all the form entries, respectively. The order the form fields are
arranged in the CSV file match the "Tab" order of the fields in the PDF form.
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Figure 5.6
Sample PDF Actual Form Field Names

When adding fields to a PDF, using logical naming will aid in managing
exported form data. Grouping field names that are related to a section of a form is a
simple method to sort data and prevent identical field name issues. For example, if a
PDF form contains sections for the owner, business, and contractor, contact information,
then the field names need to be unique. Otherwise, using a field named "Address" three
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times will provide duplicate data or the same address for all three places the field
appears in the form and only one "Address" export value. Figure 5.6 shows the actual
field names which are also reflected in the header row of the exported CSV file in figure
5.5 from above.

Figure 5.7
Acrobat - Export Form Data - Batch Processing Multiple Files
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Batch export of form data from multiple PDF files uses the same command in
Acrobat:
Tools > Prepare Form > Other Forms Tasks ("More") > Merge Data Files into
Spreadsheet...

The only difference is selecting more files for data export processing. However,
as noted in figure 5.7, it is recommended to use PDF files that are the same form and it
is also helpful to use the name of the form being processed as part of the name for the
exported CSV file.

Figure 5.8
Batch PDF Form Data Export CSV File Result in Excel
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The CSV file generated from batch processing five PDF forms at once is shown in
figure 5.8 above. Total CPU time to process the batch was ~2.0 seconds, and when
compared to the amount of time it would take to manually retype the information
contained in 90 fields (15 fields x 6 forms), it is evident that having interactive PDF
forms with the ability to efficiently export the data within them will also capture the
labor of the data entry within them as well.

The exported form data is not 100% perfect since the user who completed the
form may have typos or may have left some fields blank. The "Required" field property
can be enabled for any or all fields, but being overzealous with it makes completing the
form difficult for the end user and it should be used sparingly.

Integrating the exported form data into a tracking report or summary
spreadsheet can be accomplished any number of ways. One method is to have an Excel
file with a tab dedicated to each interactive PDF form that a respective CSV file (raw
data) is pasted into. Next, a formatted tracking report record tab for that form is
mapped to the raw data fields for that form. When a form record is pasted into the CSV
tab the formatted record tab is updated. From there, the record is ready to be added to
the master tracking report. This is a simplistic manual data management method that
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works with very little effort. Applying other automated methods, custom macros and
scripts, for spreadsheet and database import of the CSV file that is exported from an
interactive PDF form(s) is unlimited.

Chapter 6: Conclusion & Recommendations

Planning and Community Development departments provide services that
require the citizens they serve to complete forms and applications which they are tasked
with receiving, reviewing, indexing, tracking, and approve/denying. Part of this project
includes a survey sent to city and county planning departments throughout California
(See Appendix -A). Based on the answers of the139 respondents, the following
conditions exist regarding their public forms and application practices:

1. 97% answered "Yes" to their forms and applications being available online.
2. 98% of the forms and applications available online are in PDF format.
3. 62% confirmed that some or all their online PDF's are interactive/fillable.
4. 72% retype the forms and applications they receive into a database.
5. 35% retype the forms and applications they receive into a spreadsheet.
6. 10% export PDF form data and then import it into a database or spreadsheet.
7. 87% have interactive PDF forms that allow alpha characters into numeric fields.
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8. 77% have documents available online that are not Section 508 accessible.
The "PDF Forms Survey" revealed that 97% of planning and community
development departments make their forms and applications available on the Internet
and that 98% of those documents are in PDF format. However, only 12 (9.8%)
respondents indicated that they have the ability to import the completed fillable PDF
files they receive into a database. As for the remaining respondents, there is an overlap
of 72% and 35% of planning departments that manually retype the data on the forms
and applications they receive.

6.1 What Planning Departments are Doing Right

The PDF Forms Survey indicates 97% planning and community development
department in California have moved to providing their forms and applications in PDF
format online. Less than 14 departments still have Microsoft Word and Excel files
available for download.

Providing forms and applications online in PDF format makes accessing them
more convenient to the general public since no costly or proprietary software is needed
to view, print, or enter answers, if interactive.
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62% of the survey respondents indicated that the PDF forms and applications
available online are interactive PDF's allowing end users to complete them
electronically. Having the ability to enter answer questions electronically is convenient
for the end user and also reduces the burden on planning departments' staff faced with
deciphering various levels of handwriting.

Section 508 of the Rehabilitation Act requires accessibility for users to that need
screen readers, screen magnifiers, read outloud, speech-to-text, navigation without the
use of a mouse, Braille displays, support for the color blind, and more, to view, print,
and complete interactive PDF files. 23% of the survey respondents answered that their
PDF files were Section 508 compliant.

6.2 Recommendations

Based on the PDF Forms Survey findings, it is evident that planning and
community development departments in California have several opportunities to
improve the utility of their PDF files, intake processing workflows, and mitigate
accessibility standards.
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Recommendation #1: Improvement of Interactive PDF Files

It is recommended that planning and community development departments in
California continue to make their online PDF forms and applications:
1. Interactive with PDF form fields.
2. Constrain form fields where a numeric answer will only accept numeric input.
3. Use "radio button" for questions where a single answer is necessary.
4. Configure calculation fields in PDF forms to automate correct values.
5. Add automated buttons to print, submit, and reset PDF forms.

Recommendation #2: Intake Processing Workflows

It is recommended that planning and community development departments in
California streamline their ability to receive and process, PDF forms and applications
by:
1. Unifying the field names of similar form input values across all their interactive PDF's.
2. Adjust their intake policies and security settings to make PDF's received "Read-only"
3. Utilize the ability to export data from interactive PDF's to reduce retyping labor.
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4. Create workflows that expedite the import of interactive PDF form data to internal
spreadsheets and databases.

Recommendation #3: PDF Forms Accessibility

It is recommended that planning and community development departments in
California make their website(s) and any files available online ADA accessible by:
1. Update website(s) to meet federal and state accessibility requirements.
2. Update all files shared online to be Section 508 certified.

6.3 Conclusion

Planning and Community Development departments across California are
working to provide better access to their services via websites. Their websites are
Internet hubs that share interactive PDF forms, applications, reports, maps/plans,
brochures, etc., to the general public. It is very convenient to browse to a planning
department's website, find a PDF form, fill it out electronically, and submit it as an
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email attachment. Gone are the days of driving to the government office only to
discover they have limited hours and are closed.

But, there is still much to be done in order for planning and community
development departments to streamline processies and internal procedures. Becoming
aware of ADA accessibility requirements, accommodating users with mobile devices, or
using blockchain technologies to verify receipt of forms and applications, all add to the
complexity of providing services to the public.

There are opportunities to make organizations run more efficiently with the
software and staff they already have in place. Providing ways to use what is already in
place a different way can make a big difference in someone's job, their daily level of
stress, or improve their outlook on achieving goals or objectives. Although this project
only surveyed planning and community development departments in California, the
information and recommendations contained in it can be applied by most any
government office or private business using interactive PDF files. Hopefully, this
project has provided the right amount of insight to take action and make some changes
for the better.

69

References

Adobe Acrobat. Adobe Wiki. (n.d.). Retrieved May 16, 2022, from
https://adobe.fandom.com/wiki/Adobe_Acrobat
Adobe.com. (n.d.). Create and verify PDF accessibility, Acrobat Pro. Retrieved May 20,
2022, from https://helpx.adobe.com/acrobat/using/create-verify-pdfaccessibility.html
Castro, D. (2020, October 22). Top 10 PDF accessibility errors and how to fix them. YouTube.
Retrieved May 21, 2022, from https://www.youtube.com/watch?v=DwsZ2tWvnBA
Castro, D. (n.d.). Twitter. Retrieved May 22, 2022, from https://twitter.com/daxjcastro
Cities 101 - types of local US governments. National League of Cities. (2020, October 23).
Retrieved May 16, 2022, from https://www.nlc.org/resource/cities-101-types-oflocal-governments/
How to create a fillable PDF | Make a PDF fillable | Adobe ... (n.d.). Retrieved May 5, 2021,
from https://acrobat.adobe.com/us/en/acrobat/how-to/create-fillable-pdf-formscreator.html
Microsoft. Microsoft Support. (n.d.). Retrieved May 21, 2022, from
https://support.microsoft.com/en-us/office/improve-accessibility-with-theaccessibility-checker-a16f6de0-2f39-4a2b-8bd8-5ad801426c7f
Murphy, M. (n.d.). From dial-up to 5G: A complete guide to logging on to the internet.
Quartz. Retrieved May 16, 2022, from https://qz.com/1705375/a-complete-guide-tothe-evolution-of-the-internet/
Berners-Lee, who in 1989 was a researcher working at CERN, the Swiss nuclear research
facility, came up with the concept of the World Wide Web, a decentralized repository of
information, linked together and shareable with anyone who could connect to it. He
built the first webpage in 1993.
OpenOffice. Apache OpenOffice. (n.d.). Retrieved May 18, 2022, from
https://www.openoffice.org/why/index.html
Padova, T. (2002). Creating Adobe Acrobat forms. Hungry Minds.
70

Padova, T. (2012, December 17). PDF Forms for Government. Apple Books. Retrieved May
5, 2021, from https://books.apple.com/au/book/pdf-forms-forgovernment/id588250729
Padova, T., & Okamoto, A. (2009). Pdf forms using Acrobat and LiveCycle designer Bible.
Wiley.
Section508.gov. Home | Section508.gov. (n.d.). Retrieved May 19, 2022, from
https://www.section508.gov/
Sellen, A. J., & Harper, R. (2003). The myth of the paperless office. MIT.
Shaw LLP, S. (2021, June 29). Federal judge rejects plaintiff's attempt to Inflate Unruh Act
statutory damages by making multiple visits to business. ADA Title III. Retrieved May
20, 2022, from https://www.adatitleiii.com/2021/06/federal-judge-rejects-plaintiffsattempt-to-inflate-unruh-act-statutory-damages-by-making-multiple-visits-tobusiness/#:~:text=California's%20Unruh%20Civil%20Rights%20Act,%C2%A7%205
5.56(f).)
Submitting PDF form data. How to code Adobe JavaScript, how to code PDF JavaScript Adobe Acrobat. (n.d.). Retrieved May 5, 2021, from
https://acrobatusers.com/tutorials/submitting-data/
U.S. Access Board. Revised 508 Standards and 255 Guidelines. (n.d.). Retrieved May 17,
2022, from https://www.access-board.gov/ict/#supplementary-information
Wikimedia Foundation. (2021, February 12). List of metropolitan planning organizations in
the United States. Wikipedia. Retrieved May 5, 2021, from
https://en.wikipedia.org/wiki/List_of_metropolitan_planning_organizations_in_th
e_United_States
Wikimedia Foundation. (2022, March 24). Adobe Acrobat Version history. Wikipedia.
Retrieved May 19, 2022, from
https://en.wikipedia.org/wiki/Adobe_Acrobat_version_history#Adobe_Acrobat_a
nd_Reader
Wikimedia Foundation. (2022, March 29). History of PDF. Wikipedia. Retrieved May 16,
2022, from
https://en.wikipedia.org/wiki/History_of_PDF#:~:text=The%20Portable%20Docum
ent%20Format%20(PDF,an%20open%20standard%20in%202008.

71

Wikimedia Foundation. (2022, May 8). Government From Wikipedia, the free encyclopedia.
Wikipedia. Retrieved May 16, 2022, from
https://en.wikipedia.org/wiki/Government
Wikimedia Foundation. (2022, May 8). PDF. Wikipedia. Retrieved May 16, 2022, from
https://en.wikipedia.org/wiki/PDF

72

List of Figures & Tables
Figure 1.1 Planning Departments with Forms Available on Website . . . . . 6
Figure 1.2 Planning Departments Forms by Filetype . . . . . . . . . . . . . 7
Figure 1.3 Planning Departments with PDF Forms that are Fillable . . . . . . 8
Figure 1.4 Planning Departments PDF Form Delivery/Submission . . . . . . 9
Figure 1.5 Planning Departments PDF Form Acceptance Workflow . . . . . 10
Figure 1.6 Planning Departments PDF Form Acceptance Workflow . . . . . 11
Figure 1.7 Planning Departments with ADA Compliant PDF Forms . . . . . 12
Figure 1.8 Planning Departments PDF Form Development & Creation . . . . 13
Figure 2.1 Adobe Acrobat Accessibility Checker (Tools > Accessibility) . . . . 24
Figure 2.2 Accessibility Checker Options Settings . . . . . . . . . . . . . . 25
Figure 2.3 Accessibility Checker Results Report . . . . . . . . . . . . . . . 26
Figure 2.4 Accessibility Checker Results Summary Report . . . . . . . . . . 27
Figure 2.5 Accessibility Checker - Forms, Tables and Lists . . . . . . . . . . 29
Figure 2.6 Adobe Acrobat PDFMaker Settings . . . . . . . . . . . . . . . . 30
Figure 2.7 YouTube Video "Accessible Electronic Documents" . . . . . . . . 32
Figure 2.8 YouTube Video "Top 10 PDF Accessibility Errors" . . . . . . . . . 33
Figure 3.1 Adobe Acrobat Forms Toolbar . . . . . . . . . . . . . . . . . . 36
Figure 3.2 Interactive PDF Form Fields (Active Samples) . . . . . . . . . . . 38
Figure 3.3 PDF Forms Field Calculation (Active Sample) . . . . . . . . . . . 40
Figure 3.4 Field Calculation Setting for Total Sqft. . . . . . . . . . . . . . . 41
Figure 3.5 Field Calculation for Fee Table . . . . . . . . . . . . . . . . . . 42
73

Figure 3.6 Button Properties for Visibility . . . . . . . . . . . . . . . . . . 43
Figure 3.7 Default Field Properties . . . . . . . . . . . . . . . . . . . . . . 45
Figure 5.1 Sample Interactive PDF Form (Active Form) . . . . . . . . . . . .55
Figure 5.2 Acrobat Menu Item to Export Form Data . . . . . . . . . . . . . 56
Figure 5.3 Acrobat - Export Data From Multiple Forms Dialogue Box

. . . . 57

Figure 5.4 Acrobat - Export Data From Multiple Forms "Progress Complete" . 58
Figure 5.5 PDF Form Data Export CSV File in Excel . . . . . . . . . . . . . 59
Figure 5.6 Sample PDF Actual Form Field Names . . . . . . . . . . . . . . 61
Figure 5.7 Acrobat - Export Form Data - Batch Processing Multiple Files . . . 61
Figure 5.8 Batch PDF Form Data Export CSV File Result in Excel . . . . . . . 62

74

Appendices

75

Appendix A
PDF Forms Survey, Comments, Participant List
The "PDF Forms Survey" was sent to city and county planning and community
development departments in California. Google Forms was used to collect the answers
to questions and feedback/comment sections were also made available.

The list contained 517 contacts of which 140 responded, only four unsubscribed,
yielding a 27.08% response rate.

The 120 comments received provide invaluable insight beyond the survey
questions and are also provided.

Emails were sent from student email account @calpoly.edu and not @gmail in
hopes of higher delivery/response rate. The first distribution attempt resulted in 162
invalid email addresses. Each email address was reviewed, the associated planning
department contact information was reviewed, and the email address was updated.
This process was repeated until distribution to the entire list was down to less than 35
emails that bounced back notifications that they were undeliverable or rejected.
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PDF Survey Contact List
List of the cities and counties that the survey was emailed to.
City/Town/County
ADELANTO
AGOURA HILLS
ALAMEDA
ALBANY
ALHAMBRA
ALISO VIEJO
ALTURAS
AMADOR CITY
AMERICAN CANYON
ANAHEIM
ANDERSON
ANGELS CAMP
ANTIOCH
APPLE VALLLEY
ARCADIA
ARCATA
ARROYO GRANDE
ARTESIA
ARVIN
ATASCADERO
ATHERTON
ATWATER
AUBURN
AVALON
AVENAL
AZUSA
BAKERSFIELD
BALDWIN PARK
BANNING
BARSTOW
BEAUMONT
BELL

Website
https://www.ci.adelanto.ca.us/
www.agourahillscity.org
www.alamedaca.gov
www.albanyca.org
www.cityofalhambra.org
www.avcity.org
http://cityofalturas.us/
http://www.amador-city.com/
www.cityofamericancanyon.org/
www.anaheim.net
https://www.ci.anderson.ca.us/
www.angelscamp.gov
www.antiochca.gov
www.applevalley.org
www.Arcadiaca.gov
www.cityofarcata.org
www.arroyogrande.org
www.cityofartesia.us
www.arvin.org
www.atascadero.org
www.ci.atherton.ca.us/199/Planning
http://www.atwater.org/
www.auburn.ca.gov
www.cityofavalon.com
www.cityofavenal.com
www.azusaca.gov
www.bakersfieldcity.us
www.baldwinpark.com
www.banningca.gov
www.barstowca.org
www.beaumontca.gov
www.cityofbell.org
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City/Town/County
BELL GARDENS
BELLFLOWER
BELMONT
BELVEDERE
BENICIA
BERKELEY
BEVERLY HILLS
BIG BEAR LAKE
BIGGS
BISHOP
BLUE LAKE
BLYTHE
BRADBURY
BRAWLEY
BREA
BRENTWOOD
BRISBANE
BUELLTON
BUENA PARK
BURBANK
BURLINGAME
CALABASAS
CALEXICO
CALIFORNIA CITY
CALIMESA
CALIPATRIA
CALISTOGA
CAMARILLO
CAMPBELL
CANYON LAKE
CAPITOLA
CARLSBAD
CARMEL-BY-THE-SEA
CARPINTERIA
CARSON
CATHEDRAL CITY

Website
https://www.bellgardens.org/government

www.bellflower.org
www.belmont.gov
https://www.cityofbelvedere.org/
www.ci.benicia.ca.us
https://www.cityofberkeley.info/Home.asp
www.beverlyhills.org
www.citybigbearlake.com
http://www.biggs-ca.gov/
www.cityofbishop.com
www.bluelake.ca.gov
www.cityofblythe.ca.gov
www.cityofbradbury.org
www.brawley-ca.gov
www.cityofbrea.net
www.brentwoodca.gov
https://www.brisbaneca.org/cd
www.cityofbuellton.com
www.buenapark.com
www.burbankca.gov
www.burlingame.org
www.cityofcalabasas.com
www.calexico.gov
https://www.californiacity-ca.gov

http://www.cityofcalimesa.net/
www.calipatria.com
www.calistoga.ca.us
www.cityofcamarillo.org
www.cityofcampbell.com
http://canyonlakeca.gov/
www.cityofcapitola.org
www.carlsbadca.gov
www.ci.carmel.ca.us
www.carpinteria.ca.us
www.ci.carson.ca.us
www.cathedralcity.gov
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City/Town/County
CERES
CERRITOS
CHICO
CHINO
CHINO HILLS
CHOWCHILLA
CHULA VISTA
CITRUS HEIGHTS
CLAREMONT
CLAYTON
CLEARLAKE
CLOVERDALE
CLOVIS
COACHELLA
COALINGA
COLFAX
COLMA
COLTON
COLUSA
COMPTON
CONCORD
CORCORAN
CORNING
CORONA
CORONADO
CORTE MADERA
COSTA MESA
COTATI
COVINA
CRESCENT CITY
CUDAHY
CULVER CITY
CUPERTINO
CYPRESS

Website
www.ci.ceres.ca.us
www.cerritos.us
https://chico.ca.us/
www.cityofchino.org
www.chinohills.org
www.cityofchowchilla.org
www.chulavistaca.gov
www.citrusheights.net
http://www.ci.claremont.ca.us/
https://ci.clayton.ca.us/
https://www.clearlake.ca.us

https://www.cloverdale.net/
www.cityofclovis.com
www.coachella.org
www.coalinga.com
https://colfax-ca.gov

www.colma.ca.gov
https://www.ci.colton.ca.us
http://www.cityofcolusa.com

www.cityofcompton.org
www.cityofconcord.org
www.cityofcorcoran.com
https://www.corning.org

www.CoronaCA.gov
www.coronado.ca.us
TownofCorteMadera.org
www.costamesaca.gov
http://www.cotaticity.org/
www.covinaca.gov
https://crescentcity.org/
www.cityofcudahy.com
culvercity.org
www.cupertino.org
cypressca.org
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City/Town/County
DALY CITY
DANA POINT
DANVILLE
DAVIS
DEL MAR
DEL REY OAKS
DELANO
DESERT HOT SPRINGS
DOWNEY
DUARTE
DUBLIN
DUNSMUIR
EAST PALO ALTO
EASTVALE
EL CAJON
EL CENTRO
EL CERRITO
EL MONTE
EL SEGUNDO
ELK GROVE
EMERYVILLE
ENCINITAS
ESCALON
ESCONDIDO
EUREKA
FAIRFAX
FAIRFIELD
FARMERSVILLE
FERNDALE
FILLMORE
FIREBAUGH
FOLSOM
FONTANA

Website
www.dalycity.org
www.danapoint.org
www.danville.ca.gov
www.cityofdavis.org
www.delmar.ca.us
https://www.delreyoaks.org/
www.cityofdelano.org
www.cityofdhs.org
www.downeyca.org
www.accessduarte.com
https://dublin.ca.gov/
ci.dunsmuir.ca.us
https://www.cityofepa.org/
https://www.eastvaleca.gov

https://www.cityofelcajon.us
http://www.cityofelcentro.org

www.el-cerrito.org/
http://www.ci.el-monte.ca.us/
www.elsegundo.org
www.elkgrovecity.org
www.ci.emeryville.ca.us
www.encinitasca.gov
www.cityofescalon.org
www.escondido.org
https://www.ci.eureka.ca.gov

www.townoffairfax.org
www.fairfield.ca.gov
https://www.cityoffarmersville-ca.gov
https://ci.ferndale.ca.us/
https://www.fillmoreca.com

https://firebaugh.org
www.folsom.ca.us
www.fontana.org
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City/Town/County
FORT BRAGG
FORTUNA
FOSTER CITY
FOUNTAIN VALLEY
FOWLER
FREMONT
FRESNO
FULLERTON
GALT
GARDEN GROVE
GARDENA
GILROY
GLENDALE
GLENDORA
GOLETA
GONZALES
GRAND TERRACE
GRASS VALLEY
GREENFIELD
GRIDLEY
GROVER BEACH
GUADALUPE
GUSTINE
HALF MOON BAY
HANFORD
HAWAIIAN GARDENS
HAWTHORNE
HAYWARD
HEALDSBURG
HEMET
HERCULES
HERMOSA BEACH
HESPERIA
HIDDEN HILLS
HIGHLAND

Website
https://city.fortbragg.com

https://www.friendlyfortuna.com/
www.fostercity.org
www.fountainvalley.org
http://fowlercity.org/community-development/
www.fremont.gov
https://www.fresno.gov/darm/
www.cityoffullerton.com
http://www.ci.galt.ca.us/
www.ggcity.org
https://www.cityofgardena.org/
www.CityofGilroy.org
www.glendaleca.gov
www.cityofglendora.org
www.cityofgoleta.org
https://gonzalesca.gov

www.grandterrace-ca.gov
www.cityofgrassvalley.com
https://ci.greenfield.ca.us/178/Planning
http://gridley.ca.us/
www.groverbeach.org
www.ci.guadalupe.ca.us
https://www.cityofgustine.com
www.hmbcity.com
www.CityofHanfordca.com
www.hgcity.org
www.cityofhawthorne.org
www.hayward-ca.gov
www.ci.healdsburg.ca.us
www.hemetca.gov
www.ci.hercules.ca.us
hermosabeach.gov
www.cityofhesperia.us
https://hiddenhillscity.org

www.ci.highland.ca.us
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City/Town/County
HILLSBOROUGH
HOLLISTER
HOLTVILLE
HUGHSON
HUNTINGTON BEACH
HUNTINGTON PARK
HURON
IMPERIAL
IMPERIAL BEACH
INDIAN WELLS
INDIO
INDUSTRY
INGLEWOOD
IONE
IRVINE
IRWINDALE
ISLETON
JACKSON
JURUPA VALLEY
KERMAN
KING CITY
KINGSBURG
LA CAÑADA FLINTRIDGE
LA HABRA
LA HABRA HEIGHTS
LA MESA
LA MIRADA
LA PALMA
LA PUENTE
LA QUINTA
LA VERNE
LAFAYETTE
LAGUNA BEACH
LAGUNA HILLS
LAGUNA NIGUEL
LAGUNA WOODS

Website
www.hillsborough.net
http://hollister.ca.gov

www.holtville.ca.gov
www.hughson.org
www.huntingtonbeachca.gov
www.hpca.gov
www.cityofhuron.com
https://www.cityofimperial.org/
https://www.imperialbeachca.gov/
cityofindianwells.org
www.indio.org
www.cityofindustry.org
www.cityofinglewood.org
www.ione-ca.com
www.cityofirvine.org
www.IrwindaleCA.gov
http://www.cityofisleton.com/
www.ci.jackson.ca.us
www.jurupavalley.org
www.cityofkerman.net
www.kingcity.com
www.cityofkingsburg-ca.gov
www.cityoflcf.org
https://www.lahabracity.com/
www.lhhcity.org
https://cityoflamesa.us/
https://www.cityoflamirada.org

https://www.cityoflapalma.org/
www.lapuente.org
www.laquintaca.gov
www.cityoflaverne.org
www.ci.lafayette.ca.us
www.lagunabeachcity.net
www.lagunahillsca.gov
https://www.cityoflagunaniguel.org
https://www.ci.laguna-hills.ca.us
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City/Town/County
LAKE ELSINORE
LAKE FOREST
LAKEPORT
LAKEWOOD
LANCASTER
LARKSPUR
LATHROP
LAWNDALE
LEMON GROVE
LEMOORE
LINCOLN
LINDSAY
LIVE OAK
LIVERMORE
LIVINGSTON
LODI
LOMA LINDA
LOMITA
LOMPOC
LONG BEACH
LOOMIS
LOS ALAMITOS
LOS ALTOS
LOS ALTOS HILLS
LOS ANGELES
LOS BANOS
LOS GATOS
LYNWOOD
MADERA
MALIBU
MAMMOTH LAKES
MANHATTAN BEACH
MANTECA
MARINA
MARTINEZ
MARYSVILLE

Website
www.lake-elsinore.org
www.lakeforestca.gov
www.cityoflakeport.com
www.lakewoodcity.org
www.cityoflancasterca.org
https://www.ci.larkspur.ca.us

www.ci.lathrop.ca.us
www.lawndcity.org
www.lemongrove.ca.gov
www.lemoore.com
www.lincolnca.gov
http://lindsay.ca.us/
https://www.liveoakcity.org/
www.cityoflivermore.net
www.livingstoncity.com
https://www.lodi.gov/
http://www.lomalinda-ca.gov/
http://www.lomita.com/cityhall
www.cityoflompoc.com
www.lbds.info
www.loomis.ca.gov
www.cityoflosalamitos.org
https://www.losaltosca.gov

www.losaltoshills.ca.gov
www.planning.lacity.org
www.losbanos.org
www.losgatosca.gov
http://lynwood.ca.us

www.madera.gov
https://www.malibucity.org/
https://townofmammothlakes.ca.gov

http://www.citymb.info
www.ci.manteca.ca.us
http://www.cityofmarina.org
http://www.cityofmartinez.org/
www.marysville.ca.us
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City/Town/County
MAYWOOD
MCFARLAND
MENDOTA
MENIFEE
MENLO PARK
MERCED
MILL VALLEY
MILLBRAE
MILPITAS
MISSION VIEJO
MODESTO
MONROVIA
MONTAGUE
MONTCLAIR
MONTE SERENO
MONTEBELLO
MONTEREY
MONTEREY PARK
MOORPARK
MORENO VALLEY
MORGAN HILL
MORRO BAY
MOUNT SHASTA
MOUNTAIN VIEW
MURRIETA
NAPA
NATIONAL CITY
NEEDLES
NEVADA CITY
NEWARK
NEWMAN
NEWPORT BEACH
NORCO
NORWALK

Website
https://www.cityofmaywood.com

www.mcfarlandcity.org
www.cityofmendota.com
https://www.cityofmenifee.us/
www.menlopark.org
www.cityofmerced.org
www.cityofmillvalley.org
www.ci.millbrae.ca.us
http://www.ci.milpitas.ca.gov/
https://cityofmissionviejo.org
https://www.modestogov.com
www.cityofmonrovia.org
https://cityofmontagueca.com/
www.cityofmontclair.org
www.montesereno.org
www.cityofmontebello.com
www.monterey.org
https://www.montereypark.ca.gov/
www.moorparkca.gov
www.Moval.org
http://www.morgan-hill.ca.gov/
www.morrobayca.gov
www.mtshastaca.gov
www.mountainview.gov
www.MurrietaCA.gov
www.cityofnapa.org
www.nationalcityca.gov
www.cityofneedles.com
https://www.nevadacityca.gov/
www.newark.org
www.cityofnewman.com
www.newportbeachca.gov
http://www.norco.ca.us/
www.norwalk.org

A-21

City/Town/County
NOVATO
OAKDALE
OAKLAND
OAKLEY
OCEANSIDE
OJAI
ONTARIO
ORANGE
ORANGE COVE
ORINDA
ORLAND
OROVILLE
OXNARD
PACIFIC GROVE
PACIFICA
PALM DESERT
PALM SPRINGS
PALMDALE
PALO ALTO
PALOS VERDES ESTATES
PARADISE
PARAMOUNT
PARLIER
PASADENA
PASO ROBLES
PATTERSON
PERRIS
PETALUMA
PICO RIVERA
PIEDMONT
PINOLE
PISMO BEACH
PITTSBURG
PLACENTIA
PLACERVILLE
PLEASANT HILL

Website
www.novato.org
http://www.oakdalegov.com/
https://www.oaklandca.gov/
www.oakleyinfo.com
https://www.ci.oceanside.ca.us/
www.ojaicity.org
www.ontarioca.gov
www.cityoforange.org
cityoforangecove.com
www.cityoforinda.org
www.cityoforland.com
www.cityoforoville.org
https://www.oxnard.org

https://www.cityofpacificgrove.org/
https://www.cityofpacifica.org
https://www.cityofpalmdesert.org/home
www.palmspringsca.gov
www.cityofpalmdale.org
https://www.cityofpaloalto.org

www.pvestates.org
www.townofparadise.com
www.paramountcity.com
http://parlier.ca.us
https://ww5.cityofpasadena.net/main/
www.prcity.com
www.ci.patterson.ca.us
www.cityofperris.org
www.cityofpetaluma.net
http://www.pico-rivera.org/
https://piedmont.ca.gov/
https://www.ci.pinole.ca.us/
www.pismobeach.org
www.ci.pittsburg.ca.us
https://www.placentia.org/
https://www.cityofplacerville.org

www.pleasanthill.ca.org
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City/Town/County
PLEASANTON
PLYMOUTH
POINT ARENA
POMONA
PORT HUENEME
PORTERVILLE
PORTOLA
PORTOLA VALLEY
POWAY
RANCHO CORDOVA
RANCHO CUCAMONGA
RANCHO MIRAGE
RANCHO PALOS VERDES
RANCHO SANTA MARGARITA
RED BLUFF
REDDING
REDLANDS
REDONDO BEACH
REDWOOD CITY
REEDLEY
RIALTO
RICHMOND
RIDGECREST
RIO VISTA
RIPON
RIVERBANK
RIVERSIDE
ROCKLIN
ROHNERT PARK
ROLLING HILLS
ROLLING HILLS ESTATES
ROSEMEAD
ROSEVILLE
ROSS
SACRAMENTO
SALINAS

Website
https://www.cityofpleasantonca.gov

www.cityofplymouth.org
www.cityofpointarena.net/
http://www.ci.pomona.ca.us/
https://www.ci.port-hueneme.ca.us/
http://www.ci.porterville.ca.us/depts/com
https://www.ci.portola.ca.us/
https://www.portolavalley.net

www.poway.org
www.cityofranchocordova.org
https://www.cityofrc.us

https://www.ranchomirageca.gov/
www.rpvca.gov
www.cityofrsm.org
http://www.cityofredbluff.org/
www.cityofredding.org
www.cityofredlands.org
www.redondo.org
www.redwoodcity.org
http://www.reedley.ca.gov
www.yourrialto.com
www.ci.richmond.ca.us
www.ridgecrest.gov
https://www.riovistacity.com

www.cityofripon.org
www.riverbank.org
www.riversideca.gov
http://www.rocklin.ca.us/
www.rpcity.org
www.rolling-hills.org
https://www.ci.rolling-hills-estates.ca.us/
www.cityofrosemead.org
www.roseville.ca.us
www.townofross.org
https://www.cityofsacramento.org/
https://www.cityofsalinas.org
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City/Town/County
SAN ANSELMO
SAN BERNARDINO
SAN BRUNO
SAN BUENAVENTURA (CITY OF
VENTURA)
SAN CARLOS
SAN CLEMENTE
SAN DIEGO
SAN DIMAS
SAN FERNANDO
SAN JOAQUIN
SAN JOSE
SAN JUAN BAUTISTA
SAN JUAN CAPISTRANO
SAN LEANDRO
SAN LUIS OBISPO
SAN MARCOS
SAN MARINO
SAN MATEO
SAN PABLO
SAN RAFAEL
SAN RAMON
SAND CITY
SANGER
SANTA ANA
SANTA BARBARA
SANTA CLARA
SANTA CLARITA
SANTA CRUZ
SANTA FE SPRINGS
SANTA MARIA
SANTA MONICA
SANTA PAULA
SANTA ROSA
SANTEE
SARATOGA

Website
www.townofsanananselmo.org
http://www.sbcity.org

https://www.sanbruno.ca.gov
https://www.cityofventura.ca.gov

www.cityofsancarlos.org
www.san-clemente.org
https://www.sandiego.gov

www.sandimasca.gov
http://ci.san-fernando.ca.us/
http://www.cityofsanjoaquin.org/index.htm
http://www.sanjoseca.gov/index.aspx?NID=205
https://www.san-juan-bautista.ca.us/
sanjuancapistrano.org
www.sanleandro.org
www.slocity.org
https://www.san-marcos.net/
www.cityofsanmarino.org
www.cityofsanmateo.org
www.sanpabloca.gov
https://www.cityofsanrafael.org/
www.sanramon.ca.gov
www.sandcity.org
www.ci.sanger.ca.us
https://www.santa-ana.org/pb
www.santabarbaraca.gov
https://www.santaclaraca.gov

www.santa-clarita.com
www.cityofsantacruz.com
www.santafesprings.org
https://www.cityofsantamaria.org/
https://www.smgov.net/Departments/PCD/
http://www.ci.santa-paula.ca.us

https://srcity.org/354/Planning-Division
https://www.cityofsanteeca.gov/home
www.saratoga.ca.us/
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City/Town/County
SAUSALITO
SCOTTS VALLEY
SEAL BEACH
SEASIDE
SEBASTOPOL
SELMA
SHAFTER
SHASTA LAKE
SIERRA MADRE
SIGNAL HILL
SIMI VALLEY
SOLANA BEACH
SOLEDAD
SOLVANG
SONOMA
SONORA
SOUTH EL MONTE
SOUTH GATE
SOUTH LAKE TAHOE
SOUTH PASADENA
SOUTH SAN FRANCISCO
ST. HELENA
STANTON
STOCKTON
SUISUN CITY
SUNNYVALE
SUSANVILLE
SUTTER CREEK
TAFT
TEHACHAPI
TEHAMA
TEMECULA
TEMPLE CITY
THOUSAND OAKS
TIBURON

Website
www.sausalito.gov
https://www.scottsvalley.org
https://www.sealbeachca.gov

www.ci.seaside.ca.us
https://www.ci.sebastopol.ca.us/
http://www.cityofselma.com/planning/
www.shafter.com
www.cityofshastalake.org
www.cityofsierramadre.com
www.cityofsignalhill.org
www.simivalley.org
www.ci.solana-beach.ca.us
www.cityofsoledad.com
www.cityofsolvang.com
www.sonomacity.org
www.sonoraca.com
https://www.cityofsouthelmonte.org/
https://www.cityofsouthgate.org/185/Planning
www.cityofslt.us
http://www.southpasadenaca.gov
www.ssf.net
www.cityofsthelena.org
www.ci.stanton.ca.us
www.stocktonca.gov
www.suisun.com
https://sunnyvale.ca.gov/default.htm
www.cityofsusanville.net
www.cityofsuttercreek.org
https://www.cityoftaft.org
https://www.liveuptehachapi.com

www.cityoftehama.us
www.temeculaca.gov
www.templecity.us
https://www.toaks.org/home
www.townoftiburon.org
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City/Town/County
TRACY
TRINIDAD
TRUCKEE
TUALRE
TULELAKE
TURLOCK
TUSTIN
TWENTYNINE PALMS
UKIAH
UNION CITY
UPLAND
VACAVILLE
VALLEJO
VENTURA
VERNON
VICTORVILLE
VILLA PARK
VISALIA
VISTA
WALNUT
WALNUT CREEK
WASCO
WATERFORD
WATSONVILLE
WEED
WEST COVINA
WEST HOLLYWOOD
WEST SACRAMENTO
WESTLAKE VILLAGE
WESTMINSTER
WESTMORLAND
WHEATLAND
WHITTIER
WILDOMAR
WILLITS

Website
www.cityoftracy.org
www.trinidad.ca.gov
www.townoftruckee.com
www.tulare.ca.gov
http://www.cityoftulelake.com
www.cityofturlock.org
www.tustinca.org
www.29palms.org
www.cityofukiah.com
www.unioncity.org
www.uplandca.gov
https://www.ci.vacaville.ca.us

http://www.cityofvallejo.net/
https://www.cityofventura.ca.gov/432/Planning
www.cityofvernon.org
www.victorvilleca.gov
villapark.org
https://www.visalia.city/
www.cityofvista.com
www.cityofwalnut.org
https://www.walnut-creek.org

www.cityofwasco.org
www.cityofwaterford.org
www.cityofwatsonville.org
https://www.ci.weed.ca.us/planningandzoning
www.westcovina.org
www.weho.org
www.cityofwestsacramento.org
www.wlv.org
https://www.westminster-ca.gov/
www.cityofwestmorland.net
www.wheatland.ca.gov/
www.cityofwhittier.org
cityofwildomar.org
http://www.cityofwillits.org
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City/Town/County
WILLOWS
WINTERS
WOODLAKE
WOODLAND
WOODSIDE
YORBA LINDA
YOUNTVILLE
YREKA
YUBA CITY
YUCAIPA
YUCCA VALLEY
ALAMEDA COUNTY
ALPINE COUNTY
AMADOR COUNTY
BUTTE COUNTY
CALAVERAS COUNTY
COLUSA COUNTY
CONTRA COSTA COUNTY
DEL NORTE COUNTY
EL DORADO COUNTY
FRESNO COUNTY
GLENN COUNTY
HUMBOLDT COUNTY
INYO COUNTY
KERN COUNTY
KINGS COUNTY
LAKE COUNTY
LASSEN COUNTY
LOS ANGELES COUNTY
MADERA COUNTY
MARIN COUNTY
MARIPOSA COUNTY
MENDOCINO COUNTY
MERCED COUNTY
MODOC COUNTY

Website
www.cityofwillows.org
www.cityofwinters.org
www.cityofwoodlake.com
www.cityofwoodland.org
www.woodsidetown.org
https://www.yorbalindaca.gov/334/Planning
www.townofyountville.com
www.ci.yreka.ca.us
http://www.yubacity.net/
www.yucaipa.org
www.yucca-valley.org
http://www.acgov.org/cda/planning/
http://www.alpinecountyca.gov

www.amadorgov.org
www.buttecounty.net/dds
https://planning.calaverasgov.us/
https://www.countyofcolusa.org/
http://www.contracosta.ca.gov
http://www.co.del-norte.ca.us
https://www.edcgov.us/Government/planning
www.co.fresno.ca.us/Departments.aspx?id=182
https://www.countyofglenn.net/
www.humboldtgov.org/PlanningBuilding
www.inyoplanning.org
https://kernplanning.com/
www.countyofkings.com
www.co.lake.ca.us
http://www.lassencounty.org

http://planning.lacounty.gov
www.maderacounty.com
http://www.marincounty.org/depts/cd
http://www.mariposacounty.org/80/Planning
https://www.mendocinocounty.org

https://www.co.merced.ca.us/
http://www.co.modoc.ca.us/departments/
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City/Town/County
MONO COUNTY
MONTEREY COUNTY
NAPA COUNTY
NEVADA COUNTY
PLACER COUNTY
PLUMAS COUNTY
RIVERSIDE COUNTY
SACRAMENTO COUNTY
SAN BENITO COUNTY
SAN BERNARDINO COUNTY
SAN DIEGO COUNTY
SAN FRANCISCO
SAN LUIS OBISPO COUNTY
SAN MATEO COUNTY
SANTA BARBARA COUNTY
SANTA CLARA COUNTY
SHASTA COUNTY
SIERRA COUNTY
SISKIYOU COUNTY
SOLANO COUNTY
SONOMA COUNTY
STANISLAUS COUNTY
SUTTER COUNTY
TEHAMA COUNTY
TRINITY COUNTY
TULARE COUNTY
TUOLUMNE COUNTY
VENTURA COUNTY
YOLO COUNTY
YUBA COUNTY

Website
www.monocounty.ca.gov
www.co.monterey.ca.us
https://www.countyofnapa.org
https://www.mynevadacounty.com
https://ca-placercounty.civicplus.com

https://www.plumascounty.us/
http://planning.rctlma.org/
www.saccounty.net
http://cosb.us

www.SBCounty.gov
http://www.sandiegocounty.gov

www.sfplanning.org
http://www.slocounty.ca.gov/
https://planning.smcgov.org/
https://www.countyofsb.org/plndev/home.sbc
www.sccplanning.org
http://www.co.shasta.ca.us

http://sierracounty.ca.gov/
https://www.co.siskiyou.ca.us/planning
www.solanocounty.com
www.sonoma-county.org
www.stancounty.com
www.suttercounty.org
www.co.tehama.ca.us/
www.trinitycounty.org
https://tularecounty.ca.gov

www.tuolumnecounty.gov
https://www.vcrma.org/
yolocounty.org/community-services
www.yuba.org
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Appendix B
Section 508 PDF Remediation & Certification

Near the 97% completion of this document a PDF was created and the "Accessibility
Checker" tool in Adobe Acrobat was used to generate a report to determine if the file
conformed to Section 508 requirements. The final accessibility report is provided on
page B-3.

The PDF passed on 19 and failed six sections contained in the Adobe Acrobat
accessibility report. However, the bookmarks section received a "Pass" when there were
none to be found in the bookmarks navigation pane. This makes a total of seven
accessibility sections that needed remediation.

Some sections in the accessibility report were easy address simply by rightclicking and choosing "fix" to resolve this issue. For example, the "Title" error in the
"Document" section only needed some text entered into a field to receive a "Pass" for
that item. Other sections proved to be more difficult to address and contained over 59
individual objects within the PDF. Entering alternate text for images for over 70 images
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also required two passes because there are two types of alternet text for each image that
are required.

Since this PDF document is a report with graphics, lists, interactive fields, and
hyperlinks, it contains a good cross-section of elements that a PDF can contain. The
estimated time to remediate this PDF is +19-hours. This includes reviewing online
videos, Acrobat online help, exiting the PDF without saving to try again on many
sections, and quite a bit of time searching for the object in question.

After learning and completing the accessibility remediation for this project and
its resulting PDF, it is recommended that planning departments either find a reliable
accessibility service or provide professional training for staff.

Finally, while Adobe Acrobat does have an accessibility checker tool, additional
third-party software is needed to review, check, and address California Unruh Act
requirements.
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Accessibility Report
Filename: Use_of_Interactive_PDF_Forms_in_Planning_Departments.pdf
Report created by: William J. Munson Organization: Cal Poly CAED

Summary

The checker found problems which may prevent the document from being fully accessible.
Needs manual check: 0
Passed manually: 5
Failed manually: 0
Skipped: 2
Passed: 24
Failed: 1

Detailed Report
Document
Rule Name

Status

Description

Accessibility permission flag

Passed

Accessibility permission flag must be set

Image-only PDF

Passed

Document is not image-only PDF

Tagged PDF

Passed

Document is tagged PDF

Logical Reading Order

Passed manually Document structure provides a logical reading order

Primary language

Passed

Title

Passed

Text language is specified
Document title is showing in title bar

Bookmarks

Passed

Bookmarks are present in large documents

Color contrast

Passed manually Document has appropriate color contrast

Page Content
Rule Name

Status

Description

Tagged content

Passed

All page content is tagged

Tagged annotations

Skipped

All annotations are tagged

Tab order

Passed

Tab order is consistent with structure order

Character encoding

Failed

Reliable character encoding is provided

Tagged multimedia

Passed

All multimedia objects are tagged

Screen flicker

Passed manually Page will not cause screen flicker

Scripts

Passed manually No inaccessible scripts

Timed responses

Passed manually Page does not require timed responses

Navigation links

Passed

Navigation links are not repetitive

Forms
Rule Name

Status

Description

Tagged form fields

Passed

All form fields are tagged

Field descriptions

Passed

All form fields have description

Alternate Text
Rule Name

Status

Description

Figures alternate text

Passed

Figures require alternate text

Nested alternate text

Passed

Alternate text that will never be read

Associated with content

Passed

Alternate text must be associated with some content

Hides annotation

Passed

Other elements alternate text Passed

Alternate text should not hide annotation
Other elements that require alternate text

Tables
Rule Name

Status

Description

Rows

Passed

TR must be a child of Table, THead, TBody, or TFoot
TH and TD must be children of TR

TH and TD

Passed

Headers

Passed

Tables should have headers

Regularity

Passed

Tables must contain the same number of columns in each row and rows in each column

Summary

Skipped

Tables must have a summary

Lists
Rule Name

Status

Description

List items

Passed

LI must be a child of L

Lbl and LBody

Passed

Lbl and LBody must be children of LI

Headings
Rule Name
Appropriate nesting
Back to Top

Status
Passed

Description
Appropriate nesting
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